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On the HPC website’s 
home page: 
www.houstonpermitting
center.org 
Scroll down to 
Floodplain 
Development Permits 
and click on it to release 
the drop down menu. 

Scheduling an Appointment Online 

http://www.houstonpermittingcenter.org/
http://www.houstonpermittingcenter.org/


Click on the link for 
Appointment Scheduler 
Home Page. 
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The Online Appointment Scheduler 
allows users to make appointments 
without a user account.  
 
If you would like to create an account, 
select Sign In. 
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Scheduling an Appointment Online 

Select the link Join to create an account. 



Scheduling an Appointment Online 

Complete all fields and click Submit 



Scheduling an Appointment Online 

Your account has now been created. Click Start 
Over to schedule an appointment. 



Click the button for Floodplain 
Management Office (FMO) and then click 
Continue. 
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Select which type of service you would like to 
schedule an appointment for, then click Continue. 
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Note: Appointments for Rejected Plan Review must be 
scheduled with the reviewer that provided comments.  
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If you do not know the name of your plan reviewer, click on the link 
Lookup Reviewer’s Name to find out. 
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To save your place in the scheduler, 
open the link in a new tab or 
window. 
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The link will bring you to 
this site. Enter your project 
number to continue.  
 
Once you have found your 
reviewer’s name, go back to 
the Appointment Scheduler 
site. 
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Click on Continue. 
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Select your plan reviewer’s 
name and click Continue. 
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Scheduling an Appointment Online 

Only the days in blue are available for scheduling appointments.  

The selected day will turn grey. 



Select a time slot and click Continue. 

Time slots not shown have already 
been filled. 
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If you do not have an account, enter 
your information for each field.  
 
Please use a phone number and email 
address where you can be reached 
directly in the event a representative 
needs to contact you. 
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If you have an account, click Sign In.  
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Enter your account information and click Submit. 



Scheduling an Appointment Online 

Your contact information 
will automatically populate 
in the form fields. 



Scheduling an Appointment Online 

Complete the remaining field and click Continue. 



Scheduling an Appointment Online 

Review your appointment details. 
If it is correct, select Confirm. 

If it is incorrect or you would like to make 
a change, select Back. 



Scheduling an Appointment Online 

Your appointment is now booked, 
and an email with your appointment 
details will be sent to you from: 
hpc.customernotification@gmail.com.   

mailto:hpc.customernotification@gmail.com
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If you do not see a 
confirmation email in 
your inbox, please check 
your spam or junk folder. 

If you need to cancel or 
reschedule your 
appointment, select one of 
these links. 



Scheduling an Appointment Online 

The links will 
bring you 
back to your 
confirmation 
page.  
Select an 
option from 
either end of 
the page to 
Cancel or 
Reschedule 
your 
appointment.      



APPOINTMENT CHECK-IN 
PROCESS 

Public Works & Engineering Department 
Floodplain Management Office 



Appointment Check-in Process 

On the day of your 
appointment, you may 
check-in up to 20 minutes 
before your scheduled 
time and no more than 10 
minutes after your 
scheduled time. 



Appointment Check-in Process 

You will use the 
Appointment ID number 
from your confirmation 
email to check-in for your 
appointment. 



Appointment Check-in Process 
Choose one of the kiosks located at the north entrance 

to check-in for your appointment. 



Appointment Check-in Process 

On the touch screen, select Appointment Check In 



Appointment Check-in Process 

Using the number 
pad, type in your 
Appointment ID 
number, and touch 
OK. 

246 



Appointment Check-in Process 

If you do not know 
your Appointment 
ID number, touch 

to change screens 



Appointment Check-in Process 

You can only 
check-in with the 
phone number you 
used to schedule 
the appointment. 



Appointment Check-in Process 

Using the number 
pad, type in your 
phone number, and 
touch OK. 



Appointment Check-in Process 

If you see this screen, then you have successfully checked-
in for your appointment.  
 
A ticket will print from the kiosk. Scan your ticket when 
you have arrived on the 3rd Floor for your scheduled 
appointment.  



Appointment Check-in Process 

The system will not allow check-ins more than 10 minutes 
late, and will display the above message. 
 
It is up to the discretion of the business unit to accept 
appointments later than 10 minutes. If accepted, you may 
not be able to complete your business within the 
remaining appointment time.  
 
You may use the computers in the lobby to schedule a 
new appointment for another day.  



Appointment Check-in Process 

9:00AM 

The system will not allow check-ins more than 20 
minutes early, and will display the above message.  
 
Please try again when it is closer to your scheduled 
appointment time.  



If you have any questions 
please contact us at: 

(832) 394-9000 
Houston.permittingcenter@houstontx.gov 

 

mailto:Houston.permittingcenter@houstontx.gov
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